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1 message 


Fahad Soomro <fahad_soomro90@yahoo.com> Thu, Dec 22, 2022 at 11:33 PM 


Reply-To: Fahad Soomro <fahad_soomro90@yahoo.com> 
To: "jobswbproject@gmail.com" <jobswbproject@gmail.com> 


Dear Respected Recruiters: 

Upon learning of your posting for an Office Assistant, | hastened to submit my resume for your review. As an experienced 
and organized professional with exceptional interpersonal and organizational abilities, | am prepared to significantly 
contribute to your company’s goals and objectives. 

My expertise lies in performing a full range of administrative operations and driving office efficiency within detail-oriented, 
deadline-driven environments. Bookkeeping, correspondence, reports, calendar maintenance, meetings, and special 
event coordination are just a few of the areas in which | excel. With my key ability to prioritize tasks and collaborate with 
peers and management teams, | stand fully prepared to offer an exceptional level of office support service to your team. 
Highlights of my experience include: 


Performing a variety of administrative operations, including schedule management, report generation, accounts 
payable/receivable, and general reception. 


Achieving business-development efforts while suggesting and implementing effective processes and procedures for 
maximum efficiency and productivity. 


Demonstrating solid time management and organizational skills, Microsoft Office proficiency, and effective customer 
service strategies. 


My skills in office organization and general administration have been finely honed, and | am confident my additional 
strengths will readily translate to your environment. The chance to offer more insight into my qualifications would be most 
welcome. 

Thank you for your consideration; | look forward to speaking with you soon. 

Sincerely, 


Fahad Amir 
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FAHAD AMIR 


B.Com, M.A (Economics) 
Diploma in Information Technology 


Destiny is not matter of chance; it’s the matter of choice. 
It's not the thing to be waited for; it’s the thing to be Achieved 


About Me (E 


Date of Birth 13th - December - 1990 
Age: 31 

Nationality: Pakistani 

Marital Status: Single 

Place of Birth: Sukkur 

Religion: Islam 

N.I.C No: 45504 -6516170 -3 
Vaccination Status: Fully Vaccinated 


Contact Info (€ 


Bunglow No: E-71 Sector 3 Near Allied School 
Sukkur Township Arif Builder Sukkur, Sindh 


+92 313 3446631 


(m fahad_soomro90@yahoo.com 


f) www.facebook.com/soomro2 


References (€ 


Will be furnished upon request. 


Objective 
To synchronize my professional knowledge, experience and skills with the client 
requirements to ensure mutual gains. Enjoy accepting challenges and learning new 
skills. | look forward to provide my services efficaciously for your esteemed 
organization. 


Skills 


I am a good negotiator, communicator & Team Worker, Excellent written and interpersonal 
skills. | like to get interaction with Professionals. | possess Strong Analytical, Driving & 
Typing skills. 

| am fluent in: English, Urdu & Sindhi. 


Education (Academics) € 


Shah Abdul Latif University, Khairpur 
www.salu.edu.pk | www.hec.gov.pk 


Recognized: Higher Education Commission, Pakistan 


Master of Arts - Economics 
Status: Completed 01|01|2013 


Duration : 2 Years 31|12|2014 
Shah Abdul Latif University, Khairpur 


www.salu.edu.pk | www.hec.gov.pk 


Recognized: Higher Education Commission, Pakistan 


Bachlor’s in Commerce - B.Com 01 101 |201 0 
Status: Completed 31|12|2011 


Duration: 2 Years 


Govt. Degree College, Sukkur 
Board: Board of Intermediate Education, Sukkur 
www.bisesuksindh.edu.pk/ 


i F.Sc (Pre - Engineering) 
m Grade: A-Grade 01101|2008 
Duration: 2 Years 31|12|2009 


Govt. M.K High School, Sukkur 
Board: Board of Secondary Education, Sukkur 
www.bisesuksindh.edu.pk/ 


Matriculation 01|01|2006 
Grade: B — 
Duration: 2 Years 31|12|2007 


Certifications E 


British Council 
www.britishcouncil.or 


a Certification for Active Citizen 2013 


Duration: 4 Days 


Sindh Board Of Tech. Edu, Karachi 


www. spe edu ple 01|06|201 2 
Diploma Course 1-Year ee 
Diploma in information Technology 30/06 |2013 


Experience Cc 


Sardar Muhammad Ashraf D. Baluch (PVT) Ltd. 
Office Assistant 


Description: Preparing Tender Documents, 
Typing Bill of Quantities, Making of Major Items Summaries 
And Projects Briefs. 


